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I Introduction 


Extract from Administrative Policy Manual (Chapter 460) 
‘*.10.9 Personnel records of former federal employees 
Personnel records of former employees of government institutions and of former members 
of the Canadian Armed Forces shall be transferred to the control of the Public Archives. 
Such personnel records are to be transferred to the Public Archives National Personnel 


Records Centre for control, classification, storage, protection, service and disposal in accor- 
dance with procedures of the Centre.’’ 


Location and Jurisdiction 


The National Personnel Records Centre services the ten provinces, the Northwest Territories and selected 
overseas locations. 


Mailing Address: National Personnel Records Centre 
Public Archives Canada 
Tunney’s Pasture 
Goldenrod Street 
Ottawa, Ontario 


KIA 0ON3 
Telephone: (613) 990-7575 
Telex: CNCP 053-3367 


GDNS PAOCOTT 
All government institutions listed in the Schedule to the Privacy Act (Appendix I) shall participate in 


the National Personnel Records Centre’s personnel file scheme. Records are to be transferred to the 
Centre in accordance with these procedures one year after the individual leaves the government’s service. 


II Accessioning of Records 


Storage and Transfer Criteria 

1. The official personnel files of retired or separated employees should be kept in alphabetical sequence. 
At the end of the one-year retention period, such files shall be forwarded to the NPRC in Ottawa 
at a time to be arranged with the staff of the NPRC. 

2. To assist the NPRC in indexing these records, the following information must appear on the front 
cover of each file: surname(s), full given names, social insurance number, year of release and historical 
annotation (if required). (See IV, Disposal of Records.) 

3. In cases where the personnel records have been decentralized, the official personnel files may, at the 
discretion of the department or agency, be shipped from field offices directly to the NPRC. 

4. If the personnel records are in a transitional stage of being decentralized, and duplicate personnel 
files are still maintained in field offices, on/y original documents and correspondence of more than 
transitory significance should be sent to the NPRC, Ottawa. Other material should be destroyed. 

5. Departments and agencies must ensure that all PA papers are placed on the appropriate personnel 
file before transfer to NPRC. 

6. PA papers of significant nature relating to records already in the holdings of the NPRC should be 
forwarded for incorporation with the file. 

7. Records that were either on loan or not available at the time of transfer may be forwarded to the 
NPRC as they accumulate or with the next year’s shipment, in accordance with the NPRC shipping 
instructions. 

8. Complete listings of the files are not required. 


Boxing of Records 


tw 


Records should be sent in NPRC boxes or equivalent (length 38.5 cm, width 30 cm, height 26.5 cm). 
Such containers are available from Supply and Services Canada (departmental catalogue number 
8115-21-857-7316). 


. Files must be arranged in the boxes in alphabetical order. 


3. On the front cover of each file the following information must appear: surname, full given names 


in 


(no initials), social insurance number, year of release and historical annotation (if required). 


. On the end panel of each box the following information must be clearly indicated (see figure A-1): 


i) the correct consecutive box number in the upper right-hand corner, 
ii) the surnames and given names for the first and last file in the box, 
iii) the year of release (SOS), and 

iv) the departmental name (on first and last box only). 


. The name and location of the department or agency sending the records must be clearly marked on 


the top of the first and last box of the shipment. 


. A note containing the name, address and telephone number of the person transferring the files must 


be placed inside the first box of the shipment. 


. The top and bottom flaps of the boxes may be interfolded when the transfer is carried out within 


the National Capital Region by a Public Archives Records Centre vehicle or client department vehicle. 
When boxed records are being shipped via commercial carrier, the top and bottom flaps must be securely 
sealed with tape. 


Transfer of Records 
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Federal institutions located in the National Capital Region can arrange for the transfer of dormant 
personnel records by contacting the NPRC Accessions and Disposal Supervisor at 990-7575, Ext. 21. 
Federal institutions located outside the National Capital Region should ship their records to: 

National Personnel Records Centre 

Public Archives Canada 

Tunney’s Pasture 

Goldenrod Street 

Ottawa, Ontario 

K1A 0N3 


Attention: Accessions and Disposal Unit 


Charges for transfer of files are not accepted by the NPRC. All records that are to be transferred 
to the NPRC must be shipped pre-paid by the client. 


Stack area in the National Personnel Records Centre (C-117780) 


On-line computer terminals (C-117781) 


il Reference Services 


Access to Records 

For departments participating in the NPRC ‘‘Civilian Personnel File’’ scheme, a complete reference ser- 
vice is provided. Each participating department and agency has provided a listing of persons in their 
respective areas who are authorized to request files. As the NPRC will send records only to these authorized 
individuals, the Centre must be notified, in writing, of any changes in the listings of the individuals 
authorized to request records. Departments and agencies requiring access to the records of former govern- 
ment employees (one year after release) may contact the NPRC directly. 


Procedures for Requesting Records 

The NPRC uses an automated indexing system (PERSFILE) to ensure the rapid identification of 
individual records within our holdings. Several pre-programmed search patterns and free format searches 
can be used to satisfy reference requests. When records are identified, the locator number provided by 
PERSFILE is then used to physically locate the files for retrieval and onward transmission to the requesting 
department or agency. 

Records may be requested by telephone (a maximum of ten per phone call), mail or Telex. Clients 
requesting large numbers of records may be asked to complete Control and Request forms (see 
figure A-2) rather than supply long lists of requested records. Departments can obtain these forms from 
the Documents Unit at 990-7575, Ext. 26. 


When requesting records, the following information is required: 
i) surname(s), 

ii) complete given names, 

ili) Social Insurance Number, 

iv) date of birth, 

Vv) previous employing department, 

vi) year of release, 

vii) department, branch, division and person requesting the file, 
viii) delivery address, and 

ix) telephone number of the requestor. 


Telephone requests should be directed to the Documents Unit at 990-7575. For those clients wishing 
to use Telex facilities, the CNCP number is 053-3367 and the GDNS routing code is PAOCOTT. 


Pick-up and Delivery 


Pick-up and delivery service is available to clients located in the National Capital Region. Files being 
returned to NPRC are normally picked up at the same time that requested files are delivered. Urgent 
requests may be filled at the Centre upon the client’s showing proper identification. Special requests 
for pick-up may be arranged by contacting the Documents Unit at 990-7575, Ext. 26. 


Interfiles and Refiles 


An interfile is any correspondence that must be placed on a file already held by the NPRC. A refile 
is any file previously requested by a client and being returned to the Centre. 


Every effort must be made by departments to have all papers placed on the personnel file before transfer. 
Papers and correspondence relating to records already in the holdings of the NPRC should be forwarded 
for inclusion with the file. Only correspondence of a significant nature should be forwarded for inclu- 
sion; items such as duplicates and leave forms should be destroyed. 


IV Disposal of Records 


Policy 


The NPRC is authorized to destroy progressively, without reference to departments or agencies, the offi- 
cial personnel files of ex-employees whose recorded birth dates show that the individuals have reached 
the age of 70 years. The NPRC is also authorized to destroy the official personnel file two years after 
the person’s death. In both instances care is taken to ensure that no records likely to be of historical 
value are destroyed. Departments must not destroy the official personnel file of any ex-employee. All 
records eligible for disposal must be forwarded to the NPRC. 


Personnel and records officers having knowledge of former employees who have attained distinction 
within the public service, or some special distinction or status beyond the bounds of duty or outside 
the public service (e.g., during a military career), can assist the Public Archives by tagging the official 
personnel files of such employees. For information regarding Historical Personnel Records, consult 
Appendix II of this publication. 


Disposal facility in operation (C-103921) 


V Other Services 


Research Facilities 
The NPRC has research facilities that are available to authorized researchers, historians and other clients. 


Departments or agencies with a need to review large groups of records are encouraged to make use of 
these facilities. 


Information Services 

The Information Services Group of NPRC is composed of the Information Access Section and the Cor- 
respondence and Research Section. This group is responsible for the processing of all requests for infor- 
mation received from various governments and from the general public. 


1. Information Access Section 


This section responds to all information requests submitted on the forms prescribed under the Access 

to Information and Privacy Legislation (i.e., the Personal Information Request Form and the Access 

to Information Request Form) for obtaining information contained in the personnel records of 

ex-federal employees (civilian and military), which are under the control of the Dominion Archivist. 
. Correspondence and Research Section 


This section replies to all requests for information on personnel records that are not made on one 
of the official forms mentioned above. These requests are described as informal information requests, 
and they cover a wide range of subjects. They may be received at the Centre by mail, by telephone, 
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by Telex or at our counter service. They are all handled in accordance with the stipulations of the 
Access to Information and Privacy Acts. 


For further information regarding the services available, contact the Chief, Information Services, at 
990-7575. 


Figure A-1 
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Appendix I 


Schedule to the Privacy Act 


Advisory Council on the Status of Women 

Agricultural Products Board (see Agriculture, Department of) 

Agricultural Stabilization Board (see Agriculture, Department of) 

Agriculture Canada (see Agriculture, Department of) 

Agriculture, Department of 

Anti-Dumping Tribunal (see Canadian Import Tribunal) 

Atlantic Development Council (see Public Archives) 

Atlantic Pilotage Authority 

Atlantic Pilotage Authority Canada (see Atlantic Pilotage Authority) 

Atomic Energy Control Board 

Auditor General of Canada, Office of the (see Auditor General, Office of the) 

Auditor General, Office of the 

Bank of Canada 

Bureau of Pensions Advocates (see Veterans Affairs, Department of) 

Bureau of Pensions Advocates Canada (see Bureau of Pensions Advocates) 

Canada Council 

Canada Deposit Insurance Corporation 

Canada Employment and Immigration Commission (see Employment and Immigration, 
Department of) 

Canada Labour Relations Board 

Canada Lands Company (see Canada Lands Company Limited) 

Canada Lands Company Limited 

Canada Mortgage and Housing Corporation 

Canada Ports Corporation 

Canada Post (see Canada Post Corporation) 

Canada Post Corporation 

Canadian Aviation Safety Board 

Canadian Centre for Occupational Health and Safety 

Canadian Commercial Corporation 

Canadian Cultural Property Export Review Board 

Canadian Dairy Commission 

Canadian Film Development Corporation 

Canadian General Standards Board (see Supply and Services, Department of) 

Canadian Government Specifications Board (see Canadian General Standards Board) 

Canadian Grain Commission (see Agriculture, Department of) 

Canadian Human Rights Commission 

Canadian Import Tribunal 

Canadian International Development Agency 

Canadian Livestock Feed Board 

Canadian Patents and Development Limited 

Canadian Penitentiary Service 

Canadian Pension Commission (see Veterans Affairs, Department of) 

Canadian Radio-Television and Telecommunications Commission 

Canadian Saltfish Corporation (see Fisheries and Oceans, Department of) 

Canadian Security Intelligence Service 

Canadian Transport Commission 

Canadian Unity Information Office (see Supply and Services, Department of) 

Canadian Wheat Board, The 

Chief Electoral Officer, Office of the 

Commissioner of Official Languages, Office of the 

Communications Canada (see Communications, Department of) 

Communications, Department of 

Comptroller General (see Comptroller General, Office of the) 
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Comptroller General, Office of the 

Consumer and Corporate Affairs Canada (see Consumer and Corporate Affairs, Department of) 

Consumer and Corporate Affairs, Department of 

Correctional Investigator Canada, The (see Correctional Investigator, Office of the) 

Correctional Investigator, Office of the 

Correctional Service Canada (see Canadian Penitentiary Service) 

Crown Assets Disposal Corporation (see Supply and Services, Department of) 

Cultural Property Export Review Board (see Canadian Cultural Property Export Review Board) 

Custodian of Enemy Property (see Custodian of Enemy Property, Office of the) 

Custodian of Enemy Property, Office of the (see Supply and Services, Department of) 

Defence Construction Canada (see Defence Construction [1951] Limited) 

Defence Construction (1951) Limited 

Director of Soldier Settlement, The (see Veterans Affairs, Department of) 

Director, The Veterans’ Land Act, The (see Veterans Affairs, Department of) 

Economic and Regional Development, Ministry of State for (see Regional and Industrial Expan- 
sion, Department of) 

Economic Council of Canada 

Employment and Immigration Canada (see Employment and Immigration, Department of) 

Employment and Immigration, Department of 

Energy, Mines and Resources Canada (see Energy, Mines and Resources, Department of) 

Energy, Mines and Resources, Department of 

Energy Supplies Allocation Board (see Energy, Mines and Resources, Department of) 

Environment Canada (see Environment, Department of the) 

Environment, Department of the 

Export Development Corporation 

External Affairs Canada (see External Affairs, Department of) 

External Affairs, Department of 

Farm Credit Corporation 

Farm Credit Corporation Canada (see Farm Credit Corporation) 

Federal Business Development Bank 

Federal-Provincial Relations Office (see Privy Council Office) 

Finance Canada, Department of (see Finance, Department of) 

Finance, Department of 

Fisheries and Oceans (see Fisheries and Oceans, Department of) 

Fisheries and Oceans, Department of 

Fisheries Prices Support Board (see Fisheries and Oceans, Department of) 

Fisheries Prices Support Board Canada (see Fisheries Prices Support Board) 

Fisheries Research Board of Canada (see Fisheries and Oceans, Department of) 

Foreign Investment Review Agency 

Freshwater Fish Marketing Corporation (see Fisheries and Oceans, Department of) 

Great Lakes Pilotage Authority Canada (see Great Lakes Pilotage Authority, Limited) 

Great Lakes Pilotage Authority, Limited 

Health and Welfare Canada (see National Health and Welfare, Department of) 

Historic Sites and Monuments Board of Canada (see Environment, Department of the) 

Immigration Appeal Board 

Indian Affairs and Northern Development, Department of 

Indian and Northern Affairs Canada (see Indian Affairs and Northern Development, Depart- 
ment of) 

Industry, Trade and Commerce, Department of (see Regional Industrial Expansion, Department of) 

Insurance Canada, Department of (see Insurance, Department of) 

Insurance, Department of 

International Development Research Centre 

Investment Canada (see Foreign Investment Review Agency) 

Jacques Cartier and Champlain Bridges Inc. (see St. Lawrence Seaway Authority, The) 

Justice Canada, Department of (see Justice, Department of) 

Justice, Department of 

Labour Canada (see Labour, Department of) 

Labour, Department of 
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Laurentian Pilotage Authority 

Laurentian Pilotage Authority Canada (see Laurentian Pilotage Authority) 

Law Reform Commission of Canada 

Livestock Feed Board of Canada (see Canada Livestock Feed Board) 

Medical Research Council 

Medical Research Council of Canada (see Medical Research Council) 

Merchant Seamen Compensation Board (see Labour, Department of) 

Merchant Seamen Compensation Board Canada (see Merchant Seamen Compensation Board) 

National Arts Centre Corporation 

National Battlefields Commission, The (see Environment, Department of the) 

National Capital Commission 

National Defence (see National Defence, Department of) 

National Defence, Department of 

National Design Council (see Regional Industrial Expansion, Department of) 

National Energy Board 

National Farm Products Marketing Council 

National Film Board 

National Harbours Board (see Canada Ports Corporation) 

National Health and Welfare, Department of 

National Library 

National Library of Canada (see National Library) 

National Museums of Canada 

National Parole Board 

National Parole Service (see Canadian Penitentiary Service) 

National Research Council Canada (see National Research Council of Canada) 

National Research Council of Canada 

National Revenue (Customs and Excise), Department of 

National Revenue (Taxation), Department of 

Natural Sciences and Engineering Research Council 

Natural Sciences and Engineering Research Council of Canada (see Natural Sciences and 
Engineering Research Council) 

Northern Canada Power Commission 

Northern Pipeline Agency 

Northern Pipeline Agency Canada (see Northern Pipeline Agency) 

Northwest Territories Water Board 

Pacific Pilotage Authority 

Pacific Pilotage Authority Canada (see Pacific Pilotage Authority) 

Pension Appeals Board 

Pension Review Board (see Veterans Affairs, Department of) 

Pension Review Board Canada (see Pension Review Board) 

Petroleum Compensation Board (see Energy, Mines and Resources, Department of) 

Petroleum Monitoring Agency (see Energy, Mines and Resources, Department of) 

Petroleum Monitoring Agency Canada (see Petroleum Monitoring Agency) 

Ports Canada (see Canada Ports Corporation) 

Prairie Farm Assistance Administration (see Agriculture, Department of) 

Prairie Farm Rehabilitation Administration (see Agriculture, Department of) 

Privy Council Office 

Public Archives 

Public Archives Canada (see Public Archives) 

Public Service Commission 

Public Service Commission of Canada (see Public Service Commission) 

Public Service Staff Relations Board 

Public Works Canada (see Public Works, Department of) 

Public Works, Department of 

Queen Elizabeth Il Canadian Fund to Aid in Research on the Diseases of Children, Board of 
Trustees of the (see Medical Research Council) 

Queen Elizabeth II Canadian Research Fund (see Queen Elizabeth II Canadian Fund to Aid in 
Research on the Diseases of Children, Board of Trustees of the) 
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Regional Development Incentives Board (see Regional Industrial Expansion, Department of) 

Regional Economic Expansion, Department of (see Regional Industrial Expansion, Department of) 

Regional Industrial Expansion, Expansion, Department of 

Restrictive Trade Practices Commission 

Restrictive Trade Practices Commission of Canada (see Restrictive Trade Practices Commission) 

Revenue Canada Customs and Excise (see National Revenue [Customs and Excise], Department of) 

Revenue Canada Taxation (see National Revenue [Taxation], Department of) 

Royal Canadian Mint 

Royal Canadian Mounted Police 

Science and Technology Canada (see Science and Technology, Ministry of State for) 

Science and Technology, Ministry of State for 

Science Council of Canada 

Seaway International Bridge Corporation Limited, The (see St. Lawrence Seaway Authority, The) 

Secretary of State (see Secretary of State of Canada, Department of the) 

Secretary of State of Canada, Department of the 

Social Development, Ministry of State for (see Public Archives) 

Social Sciences and Humanities Research Council 

Social Sciences and Humanities Research Council of Canada (see Social Sciences and Humanities 
Research Council) 

Solicitor General Canada (see Solicitor General, Department of the) 

Solicitor General, Department of the 

Standards Council of Canada 

Statistics Canada 

Status of Women Canada (see Status of Women, Office of the Co-ordinator) 

Status of Women, Office of the Co-ordinator 

Statute Revision Commission (see Justice, Department of) 

Statute Revision Commission Canada (see Statute Revision Commission) 

St. Lawrence Seaway Authority, The 

St. Lawrence Seaway, The (see St. Lawrence Seaway Authority, The) 

Supply and Services Canada (see Supply and Services, Department of) 

Supply and Services, Department of 

Tariff Board 

Tax Review Board 

Textile and Clothing Board 

Transport Canada (see Transport, Department of) 

Transport, Department of 

Treasury Board (Secretariat) 

Treasury Board Secretariat of Canada (see Treasury Board [Secretariat]) 

Veterans Affairs Canada (see Veterans Affairs, Department of) 

Veterans Affairs, Department of 

War Veterans Allowance Board (see Veterans Affairs, Department of) 

War Veterans Allowance Board of Canada (see War Veterans Allowance Board) 

Yukon Territory Water Board 
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Appendix Il 


Historical Selection Criteria for Personnel Records of Historical Value 


A. Action by Departments 


i) 


ii) 


Personnel and records officers having knowledge of former employees who have attained distinction 
within the public service, or some special distinction or status beyond the bounds of duty or out- 
side the public service, e.g., during a military career, can assist the Public Archives greatly by 
tagging the official personnel files of such employees or of employees who have attained any of 
the ranks listed under B below. 


If any doubt exists about a particular official personnel file, it shall be tagged and transferred 
to the National Personnel Records Centre for further historical assessment. 


iii) Personnel and records officers should tag for possible permanent retention personnel files of 


individuals who have attained distinction as the result of activities inside or outside the public 
service. Examples would be: 


~ leaders in the humanities and social sciences, labour, political, scientific, business, medical 
and other fields; 


— sports figures of national or international status; 


— career public servants of special interest, for those with unique positions or extra lengthy 
careers; 


— recipients of national recognition or decorations (Canadian or foreign, civil or military), 
such as the Medal of Bravery or the Order of Canada; 


— public servants killed in action while on duty, for example guards, surveyors, hostages; 
— Members of Parliament or provincial legislatures, mayors of large cities; 
— any individuals involved in an act or event of major historical interest. 


B. Action by the Public Archives National Personnel Records Centre, Ottawa 


To ensure the preservation of the official personnel files of employees who may be of historical interest, 
the National Personnel Records Centre will examine for permanent retention the files of employees 
of the following ranks or their equivalents: 


Ls 
. Associate Deputy Ministers 


CoM ON HN fh WwW NY 


Deputy Ministers 


. Assistant Deputy Ministers 

. Commissioners 

. Chairpersons of Boards 

. Directors General 

. Directors, Executive Directors 

. Captains of vessels 

. Canada Land Surveyors 

. Commissioners, Deputy and Assistant Commissioners and other officers of the Royal Canadian 


Mounted Police, including inspectors and above 


. Ambassadors 

. High Commissioners 

. Heads of Missions 

. Consuls General 

. Senior officials outside Canada 

. Senior officials of the Governor General’s Office, including the Secretary to the Governor General 


and Secretary General of the Chancellery of Canadian Orders and Decorations, Deputy Secretary, 
Director of Chancellery of Canadian Orders and Decorations, cultural or other advisors, and 
Administrative Secretary 
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MT. 


18. 


19: 


20. 


Senior officers of Parliament, including the clerks of the House of Commons, Sergeant-at-Arms, 
Comptroller, Directors, Parliamentary Librarians, Law Clerks, Parliamentary Counsel, Clerks 
of the Senate, Gentlemen Usher of the Black Rod, Deputy Gentleman Usher of the Black Rod, 
Editor of Debates, Secretary General and Deputy Secretary General of Parliamentary Relations 
Senior members of the Federal Court, including Chief Justice, Associate Chief Justice, Court 
of Appeal Judges, Trial Division Judges, Administrator, Law Librarian 

Senior members of the Supreme Court of Canada, including Chief Justice, Puisne Judges, 
Registrar, Clerk of Process, Chief Librarian 


Other federally appointed judges 
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